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Inventory Transfer Dispatch 

The new Inventory Transfer process was created to allow the shipping location to initiate a transfer and the receiving location to receipt the 

part(s) when they arrive.  To start a Transfer Dispatch go to Inventory > New > Inventory Transfer Dispatch.  As you will notice, there is no 

option to create a new Inventory Transfer Receipt.  The user must select Inventory > Find > Inventory Transfer Receipt in order to receipt in 

a transferred part. 
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The shipping location will create the Dispatch by selecting the To location and filling out the other header information.  The user will 

then type in their part number and click on Item Lookup and select their part and enter in the quantity being shipped.   
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Once the item is shipped and ready to go and before the receiving location can create a Receipt of their new inventory, the user 

must change the Dispatch Status to Shipped.  This will allow the receiving location to create a receiving document.  Additionally, this 

decreases the Quantity on Hand of the shipping location.  
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Inventory Transfer Receipt 

 

Once the receiving location receives the transferred item, they will create a transfer receipt.  To create a receipt go to 

Inventory > Find > Inventory Transfer Receipt.   
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Using the Period drop down or From and To date, select the date range for the originating transfer.  In this example, the user will see 

document created on 2/10/15 with a Status of Shipped.  Double-Click to open and initiate the receipt. 
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Upon opening the document, the user should verify the quantity received, the unit cost and the amount of the items about to be 

received into their location.  Once the user is satisfied with the above, change the Dispatch Status from Shipped to Received.  Once 

saved, this will increase the Quantity on Hand at the receiving location. 


